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Emily  J.  Reynolds,  3 1 st  Secretary  of  the  United  States  Senate. 


Emily  J.  Reynolds  was  elected  and  sworn  in  as 
the  31st  Secretary  of  the  United  States  Senate  on 
January  7,  2003. 

Prior  to  her  election  as  Secretary  of  the  Senate , 
Ms.  Reynolds  served  as  Chief  of  Staff  for  U.S. 
Senator  Bill  Frist  (R-TN),  supervising  his  Wash- 
ington, D.C.  and  Tennessee  offices.  She  served  in 
this  capacity  for  two  years.  During  his  first  term 
in  office,  Ms.  Reynolds  served  as  Senator  Frist’s 
State  Director,  and  also  managed  his  successful 
reelection  campaign  in  2000. 

Ms.  Reynolds  began  her  career  in  public  service 
and  politics  as  a Special  Assistant  to  U.S.  Senate 
Majority  Reader  Howard  H.  Baker,  Jr.  (R-TN). 
She  subsequently  worked  in  eight  statewide  cam- 
paigns in  six  states,  and  also  served  in  President 
George  H.W.  Bush’s  1992  reelection  campaign. 

On  a volunteer  basis,  she  has  taught  campaign 
strategy  and  tactics  for  the  International  Republi- 
can Institute  in  Russia  and  Mongolia. 

A 1978  graduate  of  Stephens  College  in  Colum- 
bia, Missouri,  Ms.  Reynolds  holds  a B.A.  in 
political  science  and  tv  I radio  I film. 
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Secretary  of  the  Senate 

The  Secretary  is  the  chief  legislative,  financial, 
and  administrative  officer  of  the  United  States 
Senate.  As  an  elected  officer,  the  Secretary  super- 
vises an  extensive  array  of  offices  and  services  to 
expedite  the  day-to-day  operations  of  the  Senate. 
As  the  Constitution  provides,  Senators  choose 
their  officers  upon  meeting.  The  first  Secretary 
was  chosen  on  April  8,  1789,  two  days  after  the 
Senate  achieved  its  first  quorum  for  business. 
From  the  start,  the  Secretary  was  responsible  for 
keeping  the  minutes  and  records  of  the  Senate, 
paying  Senators,  supplying  paper  and  quills,  and 
receiving  and  transmitting  official  messages  to 
and  from  the  President  and  House  of  Represen- 
tatives. As  the  Senate  grew  to  become  a major 
national  institution,  numerous  other  duties  were 
assigned  to  the  Secretary,  whose  jurisdiction 
now  encompasses  clerks  and  curators,  education 
of  Senate  pages,  and  the  maintenance  of  public 
records. 

Assistant  Secretary  of  the  Senate 

In  1789,  the  Secretary  was  authorized  to  hire  “one 
principal  clerk.”  This  principal  clerk,  or  chief  clerk, 


for  many  years  served  primarily  as  a reading  clerk 
on  the  Senate  floor.  In  response  to  the  Secretary’s 
growing  duties  during  the  1960s,  the  position  of 
chief  clerk  evolved  into  that  of  the  Assistant  Secre- 
tary of  the  Senate.  Today,  the  Assistant  Secretary 
oversees  the  administration  of  the  26  departments 
within  the  Office  of  the  Secretary  and  performs  the 
duties  of  the  Secretary  in  his  or  her  absence. 


Samuel  Allyne  Otis,  the  Senate’s  first  Secretary,  served  from 
1789  to  1814. 
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Legislative 

Functions 


Every  act  passed  by  the  Senate  is  examined  and 
signed  by  the  Secretary.  In  certain  parliamentary 
circumstances,  the  Secretary  may  preside  over  the 
Senate.  The  Secretary  also  regularly  accompanies 
the  Presiding  Officer  and  the  Chaplain  into  the 
Senate  Chamber  for  the  opening  of  the  daily  ses- 
sion, and  a seat  on  the  rostrum  is  reserved  for 
the  Secretary. 

As  mandated  by  the  United  States  Constitution,  the 
first  Secretary  took  the  minutes  of  the  Senate  pro- 
ceedings, a function  continued  today  by  the  Journal 
Clerk  and  Executive  Clerk.  After  the  Congressional 
Record  evolved  into  an  official  publication,  the  Sec- 
retary came  to  supervise  the  Official  Reporters  of 
Debates  of  the  Senate  and  the  preparation  of  the 
Daily  Digest,  as  well  as  the  Office  of  Printing  and 
Document  Services.  Among  other  Senate  floor  staff 
that  report  to  the  Secretary  are  the  Parliamentarian, 
Bill  Clerk,  Legislative  Clerk,  Enrolling  Clerk,  and 
the  Office  of  Captioning  Services. 

Enrolling  Clerk 

The  Enrolling  Clerk  proofreads  and  prepares  for 
printing  all  Senate-passed  legislation  before  its 
transmittal  to  the  House  of  Representatives,  the 
Secretary  of  State,  the  United  States  Claims  Court, 
the  White  House,  and  the  National  Archives,  and 
physically  transmits  all  Senate  messages  to  the 
House  of  Representatives.  The  Enrolling  Clerk  also 
maintains  a file  of  bills  received  from  the  House 
and  transmits  those  that  the  Senate  has  not  acted 
upon  by  the  end  of  a Congress  to  the  National 
Archives  for  permanent  storage.  The  Enrolling 
Clerk’s  primary  responsibilities  are  the  engrossment 
and  enrollment  of  Senate  bills  and  joint  resolu- 
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tions.  Engrossment  is  the  preparation  of  the  text  of 
a bill  or  joint  resolution  immediately  before  final 
Senate  passage,  incorporating  all  changes  adopted 
by  the  Senate  both  in  committee  and  on  the  Senate 
floor.  An  enrolled  bill  is  the  final  version  of  a mea- 
sure agreed  to  by  both  the  Senate  and  the  House. 

The  position  of  Senate  Enrolling  Clerk,  origi- 
nally titled  Engrossing  Clerk,  is  the  second 
oldest  within  the  Office  of  the  Secretary  of  the 
Senate,  authorized  under  the  Compensation  Act 
of  1789.  In  the  Senate’s  early  days,  bill  texts 
were  handwritten  on  large  sheets  of  parchment, 
a practice  that  continued  until  1893,  when 
Congress  adopted  a concurrent  resolution  that 
called  for  enrolled  and  engrossed  bills  to  be 
printed  on  parchment.  In  1920,  high-quality, 
heavy  paper  replaced  parchment,  and  since 
1993,  all  acts  and  resolutions  have  been  printed 
on  acid-free  paper.  In  March  1991,  the 
Enrolling  Clerk’s  operation  was  computerized, 
drastically  reducing  printing  time  for  both 
enrollments  and  engrossments. 

Executive  Clerk 

The  Executive  Clerk  prepares  a record  of  actions 
taken  by  the  Senate  during  the  executive  sessions, 
when  the  Senate  considers  proceedings  on  nomi- 
nations and  treaties,  and  publishes  this  informa- 
tion in  the  Executive  Journal  at  the  end  of  each 
session  of  Congress.  The  Executive  Clerk  also 
prepares  the  Executive  Calendar,  which  is  printed 
daily  when  any  nominations,  treaties,  or  resolu- 
tions pertaining  to  executive  business  are  pending 
before  the  Senate.  Following  Senate  action  on 
specific  nominations  and  treaties,  the  Executive 
Clerk  organizes  advice-and-consent  resolutions 
for  transmittal  to  the  President. 

The  Senate  has  required  the  functions  of  an 
Executive  Clerk  since  its  first  session  in  1789. 
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From  1789  until  1929,  the  Senate  generally  con- 
ducted proceedings  related  to  nominations  and 
treaties  behind  closed  doors.  When  the  body  sus- 
pended its  legislative  proceedings  to  go  into  exec- 
utive session,  an  Executive  Clerk  replaced  the 
Legislative  Clerk  to  record  the  body’s  proceed- 
ings in  a separate  journal.  The  Senate  kept  its 
separate  handwritten  executive  journals  secret  for 
nearly  40  years.  In  1828,  the  Senate  ordered  that 
all  past  and  future  executive  journals  be  pub- 
lished, and  soon  after  taking  this  action,  the  Sen- 
ate designated  one  of  its  legislative  officials  to 
serve  as  a full-time  Executive  Clerk. 

Journal  Clerk 

The  Journal  Clerk  takes  handwritten  minutes  of 
the  daily  legislative  proceedings  of  the  Senate  and 
prepares  them  for  publication  in  the  Senate  Jour- 
nal, as  required  by  Article  I,  section  5 of  the 
United  States  Constitution.  The  Journal  Clerk 
also  prepares  a history  of  bills  and  resolutions 
for  inclusion  in  the  printed  Journal.  Parliamen- 
tary actions,  including  motions,  points  of  order, 
and  unanimous  consent  agreements,  are 
recorded.  No  statement  or  supporting  material, 
such  as  debate,  is  entered  into  the  Journal. 

In  the  earliest  days  of  the  Senate,  the  Secretary  of 
the  Senate  kept  the  Journal.  Sometime  in  the 
18^  and  early  19^  centuries  the  responsibility 
was  delegated  to  the  Chief  Clerk.  In  1868,  the 
position  of  Journal  Clerk  was  established,  and 
most  of  the  Journal  duties  once  carried  out  by 
the  Chief  Clerk  were  transferred  to  this  position. 

Official  Reporters  of  Debates 

The  Official  Reporters  of  Debates  prepare  and  edit 
a substantially  verbatim  account  of  the  proceed- 
ings of  the  Senate  for  publication  in  the  Congres- 
sional Record , and  serve  as  liaison  for  all  Senate 
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Senate  Journal,  April  6,  1 789.  As  prescribed  by  the 
Constitution,  the  Senate  keeps  a journal  of  its  proceedings. 
Although  the  Senate  was  scheduled  to  meet  on  March  4, 

1 789,  it  was  not  until  April  6 that  it  secured  its  first  quorum 
and  was  able  to  begin  the  nation’s  legislative  business. 


personnel  on  matters  relating  to  the  content  of  the 
Record.  Whenever  the  Senate  is  in  session,  an  offi- 
cial reporter  is  present  on  the  floor  stenographi- 
cally  typing  a verbatim  record  of  the  spoken  word. 
The  Chief  Reporter  develops  a schedule  so  each  of 
the  eight  reporters  covers  the  floor  in  ten-minute 
shifts,  rotating  throughout  the  day  to  record  all 
debate.  When  not  on  the  floor,  reporters  must 
review  and  edit  transcripts  prepared  by  means  of  a 
computer-assisted  transcription  system. 

Beginning  in  1802,  newspaper  stenographers  and 
note  takers  were  admitted  to  the  Senate  floor. 

For  the  next  40  years,  newspaper  editors,  who 
were  elected  by  Congress  as  official  printers, 
published  congressional  debates  that  appeared 
first  in  the  National  Intelligencer , and  then  in  the 
Register  of  Debates,  followed  by  the  Congres- 
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Theodore  Shuey,  an  early-20 th  century  reporter  of  debates,  reads 
his  notes  into  a dictaphone. 


sional  Globe.  In  1848,  the  Senate  began  to  con- 
tract with  reporters  in  an  attempt  to  guarantee 
accurate,  nonpartisan  reporting  of  its  debates. 
These  reporters  used  handwritten  shorthand  to 
take  verbatim  accounts  of  debates.  In  1873, 
when  the  Government  Printing  Office  began 
printing  the  Congressional  Record , the  Senate 
hired  its  own  Official  Reporters  of  Debates.  In 
1974,  the  stenotype  machine  made  its  appear- 
ance on  the  Senate  floor,  eventually  ending  the 
method  of  handwritten  shorthand. 

Parliamentarian 

The  Parliamentarian  counsels  the  Presiding  Offi- 
cer of  the  Senate  on  all  aspects  of  Senate  proce- 
dure and  thereby  helps  guide  the  orderly  flow  of 
legislation,  nominations,  and  treaties.  The  Parlia- 
mentarian interprets  the  standing  rules  and  stand- 
ing orders  of  the  Senate,  the  hundreds  of  ad  hoc 
unanimous  consent  agreements  that  routinely 
govern  every  aspect  of  Senate  procedure,  relevant 
constitutional  and  statutory  provisions,  and  the 
precedents  of  the  Senate.  In  addition,  the  Parlia- 
mentarian refers  to  the  appropriate  committee  all 
legislation  introduced  in  the  Senate,  all  measures 
received  from  the  House  of  Representatives,  all 
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official  communications  from  the  executive 
branch,  memorials  from  state  and  local  govern- 
ments, and  petitions  from  private  citizens.  The 
Parliamentarian  counsels  Senators  and  their  staffs, 
committee  staffs,  Representatives  and  their  staffs, 
administration  officials,  the  media,  and  members 
of  the  general  public. 


A Manual  of  Parliamentary  Practice  for  the  Use  of  the  Senate  of 
the  United  States,  by  Thomas  Jefferson,  1 80 /.Jefferson  drafted  this 
manual  while  he  was  Vice  President  to  ensure  standard  operating 
procedures  were  established  for  the  Senate. 

The  position  of  Senate  Parliamentarian  is  a rela- 
tively recent  development  in  Senate  history.  In  the 
Senate’s  early  years,  Senators  spent  considerable 
time  debating  procedure  on  the  floor.  They 
served  as  their  own  parliamentarians,  occasion- 
ally referring  to  clerks  at  the  desk  to  advise  on 
parliamentary  practice.  In  1935,  the  Senate  gave 
official  recognition  to  30-year  Senate  employee 
Charles  Watkins,  who  had  been  the  Minute  and 
Journal  Clerk  since  1919,  by  naming  him  Journal 
Clerk  and  Parliamentarian.  In  1937,  the  two 
functions  split,  and  Watkins  was  named  Senate 
Parliamentarian.  The  various  rules  and  prece- 
dents of  the  Senate  that  Watkins  and  his  prede- 
cessors based  their  rulings  on  had  not  been  writ- 
ten down  until  the  early  20^  century,  when 
Chief  Clerk  Henry  Gilfry  compiled  them  into  a 
volume  known  as  Gilfry’s  Precedents , covering 
1789-1901.  Revisions  and  more  comprehensive 
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compilations  would  follow,  and  these  form  the 
basis  upon  which  today’s  Senate  Parliamentarians 
make  their  decisions. 

Daily  Digest 

The  Daily  Digest  section  of  the  Congressional 
Record  provides  a concise  accounting  of  all  official 
actions  taken  by  the  Senate  and  House  on  a partic- 
ular day.  All  Senate  hearings  and  business  meetings, 
including  joint  meetings  and  conferences,  are  sched- 
uled through  the  Daily  Digest  Office.  They  are  then 
published  in  the  Congressional  Record  and  entered 
into  the  automated  legislative  status  system  hearings 
file.  Meeting  outcomes  are  also  published  each  day 
in  the  Daily  Digest  section  of  the  Record. 

The  Daily  Digest  was  the  product  of  the  Legislative 
Reorganization  Act  of  1946  and  the  brainchild  of 
former  Senate  Parliamentarian  Dr.  Floyd  M.  Rid- 
dick, who  recommended  the  creation  of  a digest,  to 
be  added  to  the  Record , highlighting  the  day’s  activ- 
ities. The  increasing  size  of  the  daily  Record  meant 
that  it  was  almost  unusable  without  some  sort  of 
daily  index.  The  first  Daily  Digest  was  published  on 
March  17,  1947,  with  Dr.  Riddick  as  its  editor. 

Bill  Clerk 

The  Bill  Clerk  records  the  official  actions  of  the 
Senate,  keeps  an  authoritative  historical  record  of 
Senate  business,  and  enters  daily  legislative  activ- 
ities and  votes  into  the  automated  legislative  sta- 
tus system.  The  Bill  Clerk  also  prepares  for  print- 
ing, by  the  Government  Printing  Office,  all 
introduced,  submitted,  and  reported  legislation, 
and  assigns  numbers  to  all  bills  and  resolutions. 
As  keeper  of  the  official  record,  the  Office  of  the 
Bill  Clerk  receives  inquiries  from  offices  of  the 
Secretary,  Senate  staff,  the  press,  and  the  public. 
The  Bill  Clerk’s  office  is  generally  regarded  as  the 
most  timely  and  accurate  source  of  legislative 
information  in  the  Senate. 
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Before  1951,  the  tasks  now  performed  by  the  Bill 
Clerk  were  delegated  to  various  clerks  of  the  Secre- 
tary of  the  Senate,  primarily  the  Principal  Clerk, 
who  was  sometimes  called  the  Principal  and  Bill 
Clerk.  Scattered  references  to  a Bill  Clerk  appear  in 
a few  documents  beginning  in  1885,  and  from  1926 
to  1933,  the  Congressional  Directory  listed  a Bill 
Clerk  under  the  Secretary  of  the  Senate.  In  Novem- 
ber 1951,  the  title  of  Principal  Clerk  was  changed 
to  Bill  Clerk,  which  has  continued  to  this  day. 


Spending  Uncle  Sam’s  Money,  by  I DartWalker,  ca  1 899. This 
view  depicts  the  Senate  Chamber  as  it  appeared  at  the  opening  of 
a session  of  Congress  in  the  late  1 9th  century. 

Legislative  Clerk 

The  Legislative  Clerk  sits  at  the  Secretary’s  desk 
in  the  Senate  Chamber  and  reads  aloud  bills, 
amendments,  the  Senate  Journal,  presidential 
messages,  and  other  such  materials  when  so 
directed  by  the  Presiding  Officer  of  the  Senate. 


to 


The  Legislative  Clerk  calls  the  roll  of  Senators  to 
establish  the  presence  of  a quorum  and  to  record 
and  tally  all  yea  and  nay  votes.  In  addition,  the 
Legislative  Clerk  prepares  the  Senate  Calendar  of 
Business,  published  each  day  that  the  Senate  is  in 
session,  and  prepares  additional  publications 
relating  to  Senate  class  membership  and  commit- 
tee and  subcommittee  assignments.  The  Legisla- 
tive Clerk  retains  custody  of  official  messages 
received  from  the  House  of  Representatives  and 
conference  reports  awaiting  action  by  the  Senate. 

While  the  position  of  Legislative  Clerk  appeared 
in  the  Secretary’s  reports  as  early  as  1833,  and 
appeared  intermittently  in  both  the  Secretary’s 
reports  and  the  Congressional  Directory  through- 
out the  19th  and  early  20^  centuries,  the  duties 
performed  by  the  current  Legislative  Clerk  were 
likely  carried  out  by  various  clerks  under  the  Sec- 
retary, including  Chief  Clerk,  Principal  Clerk, 
and  Reading  Clerk.  By  1951,  the  Legislative 
Clerk  position  had  evolved  into  its  current  role. 

Captioning  Services 

The  Captioning  Services  Office  provides  real-time 
closed  captioning  of  Senate  floor  proceedings  for 
the  hearing  impaired.  Real-time  captioning  is  the 
live  electronic  subtitling  of  the  audio  portion  of  a 
television  program.  Captions  are  produced  by 
highly  skilled,  specially  trained  court  reporters 
certified  to  write  testimony  at  225  words  per 
minute  with  97  percent  accuracy. 

Real-time  captioning  began  in  the  Senate  in 
response  to  the  Americans  with  Disabilities  Act 
on  November  18,  1991,  when  television  broad- 
cast of  the  Senate  was  just  four  years  old. 
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Financial 

Functions 


Since  1789,  the  Senate  has  authorized  the  Secre- 
tary to  pay  the  Senate’s  salaries  and  bills  and  to 
keep  its  financial  ledgers.  Today  the  Secretary  is 
the  chief  financial  officer  of  the  Senate.  As  such, 
the  Secretary  is  responsible  for  accounting  for  all 
funds  appropriated  to  the  Senate,  with  authority 
to  transfer  funds  among  appropriations 
accounts,  and  for  oversight  of  the  Disbursing 
Office,  which  handles  the  Senate  payroll  and 
related  personnel  matters. 

The  Senate  Disbursing  Office,  headed  by  the 
Financial  Clerk,  compiles  Senate  budget  estimates 
for  presentation  to  the  Committee  on  Appropria- 
tions; maintains  and  disburses  all  Senate-appro- 
priated funds  and  all  Senate  payrolls;  and  inter- 
prets and  carries  out  all  matters  related  to 
budgeting,  appropriations,  compensation,  payroll 
deductions,  retirement,  life  and  health  insurance 
and  other  employee  benefits  authorized  for  Sena- 
tors and  staff. 

Records  show  that  the  position  of  Financial 
Clerk  existed  as  early  as  1862.  By  1878,  the 
Financial  Clerk’s  responsibilities  also  included 
preparing  the  estimates  of  appropriations, 
preparing  requests  for  proposals  for  contracts, 
and  assisting  the  Secretary  of  the  Senate  in 
preparing  the  annual  reports  of  the  Secretary. 
The  bookkeeping  and  payroll  functions  of  the 
Disbursing  Office  have  been  updated  throughout 
the  office’s  history.  Today,  the  Senate  Disbursing 
Office  provides  central  financial  and  human 
resource  data  management,  information  and 
advice  to  Senators  and  employees  of  the  United 
States  Senate. 
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Administrative 

Functions 


The  first  Secretary  purchased  quill  pens,  ink,  and 
parchment  needed  by  18th  century  Senators.  Today, 
the  Secretary  is  responsible  for  the  Senate  Stationery 
Room  whose  multimillion-dollar  retail  operation 
keeps  the  offices  of  Senators  supplied.  Over  time,  as 
the  needs  and  complexities  of  the  Senate  grew,  so 
did  the  manner  of  meeting  those  needs. 

Stationery  Room 

The  principal  functions  of  the  Senate  Stationery 
Room  are  selling  stationery  items  for  use  by  Sen- 
ate offices  and  other  authorized  legislative  orga- 
nizations, selecting  a variety  of  stationery  items 
to  meet  the  needs  of  the  Senate  environment  on 
a day-to-day  basis,  maintaining  sufficient  inven- 
tory of  those  items  and  purchasing  supplies  by 
utilizing  open-market  procurement,  competitive 
bid/or  GSA  Federal  School  Supply  Schedules. 

Shortly  after  the  Senate  achieved  its  first  quorum 
on  April  6,  1789,  Secretary  Samuel  A.  Otis  was 
directed  to  provide  ink,  quills,  parchment,  and 
related  supplies  to  the  then  20  Senators  meeting 
at  Federal  Hall  in  New  York.  In  1835,  John 
Lewis  Clubb,  a messenger  in  the  Office  of  the 
Secretary,  was  assigned  the  additional  responsi- 
bility to  receive,  inventory,  and  distribute  sta- 
tionery supplies.  In  1854,  in  recognition  of 
nearly  20  years  of  work,  Clubb  was  appointed 
the  first  Keeper  of  the  Stationery. 

Senate  Library 

The  Senate  Library  provides  legislative,  legal, 
business,  and  general  information  services  to  the 
United  States  Senate.  The  library  collection  encom- 
passes legislative  documents  dating  from  the 
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Continental  Congress  in  1774;  current  and  historic 
executive  and  judicial  branch  materials;  and  an 
extensive  book  collection  on  American  politics, 
history,  and  biography.  Collection  resources  also 
include  a wide  array  of  online  systems  used  to  pro- 
vide nonpartisan,  confidential,  timely,  and  accurate 
information  services  to  the  Senate. 

The  Senate  Library  traces  its  beginnings  to  the  Sec- 
ond Congress  (1791-1793),  when  the  Senate 
adopted  a resolution  directing  the  Secretary  of  the 
Senate  “to  procure,  and  deposit  in  his  office,  the 
laws  of  several  states”  for  use  by  Senators.  It  was 
not  until  1870,  however,  that  the  Library  was  for- 
mally established  within  the  office  of  the  Secretary. 

Curator 

On  behalf  of  the  Senate  Commission  on  Art,  the 
Office  of  Senate  Curator  develops  and  imple- 
ments the  preservation  programs  for  the  United 
States  Senate.  The  Curator  and  staff  suggest 
acquisitions,  develop  exhibits,  and  produce  publi- 
cations. The  office  collects,  preserves,  and  inter- 
prets the  Senate’s  fine  and  decorative  arts  and 
historic  objects.  Through  these  exhibits,  publica- 
tions, and  programs,  the  office  educates  the 


Among  the  many  works  of  art  cared  for  by  the  Office  of  the  Sen- 
ate Curator  is  the  mural  Henry  Clay  by  Allyn  Cox  located  in  the 
Senate  Reception  Room. 
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public  about  the  Senate  and  its  collections.  The 
office  is  also  responsible  for  the  Old  Senate 
Chamber  and  Old  Supreme  Court  Chamber. 

In  1968,  Senate  Majority  Leader  Mike  Mansfield, 
in  conjunction  with  Secretary  of  the  Senate  Francis 
Valeo  and  Senator  Everett  Dirksen,  established  a 
Commission  on  Art  and  Antiquities,  with  the  Secre- 
tary of  the  Senate  serving  as  its  Executive  Secretary, 
and  provided  for  the  position  of  Senate  Curator. 

Public  Records 

The  Office  of  Public  Records  receives,  processes, 
and  maintains  for  public  inspection  records, 
reports,  and  other  documents  filed  with  the  Sec- 
retary involving  the  Federal  Election  Campaign 
Act,  the  Ethics  in  Government  Act,  the  Lobbying 
Disclosure  Act,  the  Mutual  Security  Act,  and  the 
Senate  Code  of  Official  Conduct.  As  provided  by 
various  Senate  rules,  it  also  handles  public  finan- 
cial disclosure,  reimbursed  travel  reports,  regis- 
tration of  mass  mailings,  political  fund  designa- 
tions, and  supervisors’  reports  on  individuals 
performing  Senate  services.  The  office  also 
reviews  the  filings  of  and  provides  guidance  to 
registrants  under  the  Lobbying  Disclosure  Act. 

The  office  was  established  in  April  1972  as  a 
result  of  the  Federal  Election  Campaign  Act 
(FECA).  The  office  was  initially  given  responsi- 
bility for  the  campaign  finance  reports  required 
of  Senators  by  FECA.  Over  time,  the  office  has 
become  a repository  for  reports  required  by 
statute  and  Senate  rules,  as  well  as  the  vehicle  to 
make  that  information  available  to  Senate  staff, 
the  public,  and  the  press. 

Historical  Office 

The  Senate  Historical  Office  collects  and  pro- 
vides information  on  important  events,  dates, 
statistics,  precedents,  and  historical  comparisons 
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of  current  and  past  Senate  activities  for  use  by 
members  and  staff,  the  media,  scholars,  and  the 
general  public.  It  advises  Senators,  officers,  and 
committees  on  cost-effective  disposition  of  their 
non-current  office  files  and  assists  researchers  in 
identifying  Senate-related  source  materials.  The 
Office  also  keeps  extensive  biographical,  biblio- 
graphical, photographic,  and  archival  informa- 
tion on  all  former  Senators.  It  edits  for  publica- 
tion historically  significant  transcripts  and 
minutes  of  selected  Senate  committees  and  party 
organizations,  and  conducts  oral  history  inter- 
views with  key  Senate  staff  and  others  with  long 
service  on  Capitol  Hill. 

In  1975,  Senate  Leaders  Mike  Mansfield  and 
Hugh  Scott  arranged  for  the  creation  of  the 
Historical  Office  to  help  document  the  Senate’s 
development. 

Senate  Security 

The  Senate  Security  Office  is  responsible  for  the 
administration  of  classified  national  security 
information,  personnel  security,  counterintelli- 
gence, and  classified  computer  security  programs 
in  Senate  offices  and  committees.  The  Senate 
Security  Office  also  serves  as  the  Senate’s  liaison 
to  the  executive  branch  on  matters  relating  to  the 
security  of  classified  information  in  the  Senate.  In 
addition,  since  1998,  the  Office  of  Senate  Secu- 
rity has  coordinated  the  Secretary’s  continuity  of 
operations  and  emergency  preparedness  planning, 
to  ensure  that  the  Senate  can  perform  its  consti- 
tutional functions  under  any  circumstances. 

The  office  was  created  in  July  1987  after  recom- 
mendations made  by  the  Senate  Intelligence 
Committee,  the  Senate  Committee  on  Rules  and 
Administration,  and  the  Permanent  Subcommit- 
tee on  Investigations.  It  replaced  the  existing 
Office  of  Classified  National  Security  Informa- 
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tion,  which  had  been  created  when  the  Joint 
Committee  on  Atomic  Energy  was  abolished 
in  1977. 

Conservation  and  Preservation 

The  Office  of  Conservation  and  Preservation 
develops  and  coordinates  programs  directly 
related  to  the  preservation  of  Senate  records  and 
materials  for  which  the  Secretary  of  the  Senate 
has  statutory  authority.  Initiatives  include  con- 
servation of  books  and  documents,  collections 
surveys,  and  deacidification. 

Established  in  1990,  the  scope  of  work  per- 
formed by  the  office  has  expanded  to  include 
tasks  outside  traditional  bookbinding.  This 
includes  dry  mounting  posters,  prints,  and  news- 
paper clippings;  matting  and  framing  prints,  cere- 
monial resolutions,  and  photographs;  fabricating 
and  gold  stamping  commemorative  presentation 
boxes  for  special  events;  fabricating  slip  cases 
for  library  materials;  and  fabricating  of  exhibit 
display  items.  All  work  is  performed  at  the 
request  of  the  Secretary  of  the  Senate  or  the 
Senate  leadership. 

Gift  Shop 

The  United  States  Senate  Gift  Shop  provides  a 
variety  of  gift  items  and  collectibles  for  sale  to 
Senators,  staff,  and  the  general  public.  The  Gift 
Shop  is  unique  largely  because  of  the  merchan- 
dise created  exclusively  for  sale  from  its  stores. 
The  motifs  displayed  on  many  gift  items  are 
adapted  from  designs  taken  directly  from  the 
architecture  and  artwork  found  in  the  U.S. 
Capitol. 

The  Senate  Gift  Shop  was  created  in  1992,  and 
initially  operations  were  conducted  from  a single 
location.  Growth  over  the  last  10  years  has 
brought  an  additional  retail  location  as  well  as 


17 


an  administrative  and  special  orders  office  where 
orders  are  placed  for  engraving,  embossing, 
framing,  and  personalization. 

Page  School 

The  Senate  Page  School,  accredited  by  the  Middle 
States  Association  of  Colleges  and  Schools,  serves 
all  appointed  Senate  pages  by  providing  a smooth 
transition  from  and  to  the  students’  home  schools. 
The  school  serves  only  11th  grade  students  who 
have  a grade  point  average  of  3.0  and  who  have 
been  identified  by  their  home  schools  as  good  cit- 
izens. Classes  at  the  school  extend  from  6:15 
a.m.  until  9:45  a.m.,  or  one  hour  prior  to  the 
commencement  of  the  Senate  each  weekday. 

From  the  appointment  of  the  first  Senate  page  in 
1829  until  1925,  no  one  gave  much  thought  to 
the  formal  education  of  pages.  In  1925,  the 
House  Doorkeeper  established  a special  private 
school  run  by  one  teacher  in  the  basement  of  the 
Capitol.  In  1929,  the  Devitt  Preparatory  School  of 
Washington  took  charge  of  the  pages’  education. 
Reforms  instituted  under  the  Legislative  Reorgani- 
zation Act  of  1946  shifted  the  responsibility  to  the 
District  of  Columbia  Public  Schools.  In  1983,  the 
House  and  Senate  pages  were  provided  a shared 
residence  until  1995,  when  the  current  indepen- 
dent Senate  Page  School  and  Daniel  Webster 
Residence  were  opened. 


Senate  Page  School,  circa  1 930. 
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Printing  and  Document  Services 

The  Office  of  Printing  and  Document  Services 
serves  as  liaison  to  the  Government  Printing 
Office  for  the  Senate’s  official  printing,  ensuring 
that  all  Senate  printing  is  in  compliance  with  Title 
44,  U.S.  Code.  The  office  assists  the  Senate  by 
coordinating,  scheduling,  delivering,  and  prepar- 
ing Senate  legislation,  hearings,  documents,  com- 
mittee prints,  and  miscellaneous  publications  for 
printing,  and  provides  printed  copies  of  all  legisla- 
tion and  public  laws  to  the  Senate  and  the  public. 
In  addition,  the  office  assigns  publication  numbers 
to  all  hearings,  committee  prints,  documents,  and 
miscellaneous  publications;  orders  all  blank  paper, 
envelopes,  and  letterhead  for  the  Senate;  and  pre- 
pares page  counts  of  all  Senate  hearings  in  order 
to  compensate  commercial  reporting  companies 
for  the  preparation  of  hearings. 

The  Office  of  Printing  and  Document  Services 
was  created  in  December  1996,  with  the  merger 
of  the  Senate  Document  Room  and  the  Office  of 
Printing  Services. 

Office  of  Web  Technology 

The  Office  of  Web  Technology  in  the  Office  of  the 
Secretary  designs,  develops,  and  maintains  inter- 
nal and  external  Web  sites.  The  first  external  Sen- 
ate Web  site  was  launched  in  1995  and  served  pri- 
marily as  a portal  to  Senators’  Web  sites.  The 
project  was  a joint  effort  by  the  Sergeant  at  Arms, 
the  Secretary  of  the  Senate,  and  the  Committee  on 
Rules  and  Administration.  By  1997  heavy  traffic 
on  the  site,  www.Senate.gov,  led  the  Secretary  to 
create  the  position  of  Webmaster  to  assume  the 
responsibility  of  maintaining  the  content  and 
responding  to  e-mail.  With  www.Senate.gov  now 
averaging  over  100,000  visitors  a day  and  the 
Secretary’s  Web  site  on  the  Senate  intranet  grow- 
ing, in  2003  the  Office  of  Web  Technology  was 
established  in  the  Office  of  the  Secretary. 
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Legislative  Information  System  Project  Office 

The  Legislative  Information  System  (LIS)  Project 
Office  manages  technology  projects  related  to  cre- 
ating, collecting,  managing,  storing,  retrieving, 
and  reporting  legislative  data  and  documents  in 
various  electronic  formats.  The  Senate,  House  of 
Representatives,  Government  Printing  Office,  and 
Library  of  Congress  are  all  working  toward 
implementing  the  Extensible  Markup  Language 
(XML)  as  the  standard  format  for  legislative  doc- 
uments. The  LIS  Project  Office  manages  the  XML 
project  for  the  Senate  and  coordinates  with  other 
legislative  branch  agencies  on  this  and  other  Con- 
gress-wide information  technology  initiatives. 

The  LIS  Project  Office  was  created  to  manage  the 
development  of  the  Legislative  Information  System 
(LIS).  The  development  and  implementation  of  the 
LIS  was  mandated  in  Section  8 of  the  1997  Leg- 
islative Appropriations  Act,  (2  U.S.C.  123e),  and 
that  act  also  established  a program,  the  data  stan- 
dards project,  for  providing  the  widest  possible 
exchange  of  information  among  legislative  branch 
agencies  (2  U.S.C.  181).  The  goal  of  the  LIS  is  to 
provide  a central  repository  for  all  legislative  infor- 
mation, and  the  intent  of  the  data  standards  pro- 
ject is  to  use  industry  standards  for  legislative  data 
and  documents  that  will  facilitate  authoring,  com- 
position, exchange,  search  and  retrieval. 

Internal  and  Additional  Support  Services 

Additional  departments  under  the  Secretary 
include  the  Office  of  Interparliamentary  Services, 
Senate  Chief  Counsel  for  Employment,  Human 
Resources,  and  Information  Systems. 
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Secretaries  of  the  Senate 


Name 

Home  State 

Dates  of  Service 

( 1 ) Samuel  Allyne  Otis 

Massachusetts 

1789-1814 

(2)  Charles  Cutts 

New  Hampshire 

1814-1825 

(3)  Walter  Lowrie 

Pennsylvania 

1825-1836 

(4)  Asbury  Dickins 

North  Carolina 

1836-1861 

(5)  John  W.  Forney 

Pennsylvania 

1861-1868 

(6)  George  C.  Gorham 

California 

1868-1879 

(7)  John  C.  Burch 

Tennessee 

1879-1881 

(8)  Anson  G.  McCook 

New  York 

1883-1893 

(9)  William  Ruffin  Cox 

North  Carolina 

1893-1900 

(10)  Charles  G.  Bennett 

New  York 

1900-1913 

(11)  James  M.  Baker 

South  Carolina 

1913-1919 

(12)  George  A.  Sanderson 

Ohio 

1919-1925 

(13)  Edwin  Pope  Thayer 

Indiana 

1925-1933 

(14)  Edwin  A.  Halsey 

Virginia 

1933-1945 

(15)  Leslie  Biffle 

Arkansas 

1945-1947 

(16)  Carl  A.  Loeffler 

Pennsylvania 

1947-1949 

(17)  Leslie  Biffle 

Arkansas 

1949-1953 

(18)  J.  Mark  Trice 

District  of  Columbia  1953-1955 

(19)  Felton  M.  Johnston 

Mississippi 

1955-1965 

(20)  Emery  L.  Frazier 

Kentucky 

1966 

(21)  Francis  R.  Valeo 

New  York 

1966-1977 

(22)  J.  Stanley  Kimmitt 

Montana 

1977-1981 

(23)  William  F.  Hildenbrand 

Pennsylvania 

1981-1985 

(24)  Jo-Anne  L.  Coe 

California 

1985-1987 

(25)  Walter  J.  Stewart 

Delaware 

1987-1994 

(26)  Martha  S.  Pope 

Connecticut 

1994-1995 

(27)  Sheila  P.  Burke 

California 

1995 

(28)  Kelly  D.  Johnston 

Oklahoma 

1995-1996 

(29)  Gary  Sisco 

Tennessee 

1996-2001 

(30)  Jeri  Thomson 

Washington 

2001-2003 

(31)  Emily  J.  Reynolds 

Tennessee 

2003- 

